
 

Fermilab 
Telecommunications Service Request 

 

 

Submit to: Telecommunications, MS 228, Fax to: x3405, Email to: telecom@fnal.gov 
See Instructions for assistance completing this request. 

 

Date of Request: Date Needed: 
Division, Section, or Center: Department: 
Location of Work (Bldg, Floor, Rm): 
Existing Phone Numbers: 
                
                      Provide the small silver metal tag number (usually located on the bottom of the phone) for all phone equipment related to this request. 
Contact: Approval: 

                                Name, Ext., Location                                                                                                                       Supervisor or Division Designate  
********************************************************************************************* 

                     INSTALLER USE ONLY 

EXT#  __________ EXBO1___________ Location S/N & Type 

Hse/Pair 
   

Hse/Pair 
   

Hse/Pair 
   

EXT#  __________ EXBO1___________ Location S/N & Type 

Hse/Pair 
   

Hse/Pair 
   

Hse/Pair 
   

EXT#  __________ EXBO1___________ Location S/N & Type 

Hse/Pair 
   

Hse/Pair 
   

Hse/Pair 
   

EXT#  __________EXBO1___________ Location S/N & Type 

Hse/Pair 
   

Hse/Pair 
   

Hse/Pair 
   

Work Desired:  

DESCRIBE WORK DESIRED IN SPACE BELOW: 
If necessary, please provide a diagram of work requested. 
Include desired calling features or restrictions, new numbers or 
data circuits required, and phone equipment required.  
If requesting a new display phone, please attach a completed 
purchase requisition.  If requesting voicemail, please provide 
1) Name & ID#; 2) mail station; 3) type of phone.  

 
 

 
 
 
 

TELECOM  USE ONLY BELOW THIS LINE                     FOR FERMI / AT&T USE ONLY 
 FERMILAB AT&T 

Order Number   

Order Date   

Placed By/To   

Due   

Date Completed   

 

 

UPDATES 
 

NORM _____ Inventory ______ ISI ___________/______/______ 
VOICEMAIL        Requested     Completed           (BY) 
                                Visual            Audible                      ___________ 

 Telecom Form Last Revision 11/9/10 - Available on Webpage

acwiklik
Stamp


	Untitled
	Untitled
	purchase requisition.


Instructions for Telecom Service Request

Please see below for assistance completing the Telecommunications Service Request.



A completed Telecom Service Request may be submitted to Telecom as an email attachment to telecom@fnal.gov.,  mailed to Mail Station 228, or brought directly to the department on WH5W.



The top portion of the request form should be completed in full with the appropriate information.  



When possible, please include a specific date when completing the Date Needed rather than requesting “ASAP”.  This is more helpful to the installers in scheduling requests.



Div/Dept:  Give the division and department name for which the work is being done.  Avoid abbreviations/acronyms for departments.



Location:  Specify the building, floor number and office number or trailer number where work is to be performed.



List any Existing Phone Numbers affected by your request.  If a new number is required, then specify “new number needed” in this area.



Include the FNAL Telset tag number of all existing phone equipment involved in the request.  This is a small silver metal tag usually found underneath or on the back of the phone equipment.  Click here for a picture of this tag.  Notify the Telecom dept (x4550) if a  telset tag cannot be found on a phone.



When completing the Contact information, include the office location, extension(s), pager or cellular phone number of the person.  A secondary contact may also be given.



Approval should be handled according to the requesting division’s policy. 



Work Desired  This portion of the request should include as much information as possible regarding the scope of work to be provided.  Attach additional information or maps/diagrams that may be of assistance in completing your request.  Also attach purchase requisitions when required. 



If requesting voice mail, provide the full name of the mailbox user, their ID number, his/her mail station and the type of telephone equipment being used to access voice mail.  Each new voice mail user will receive an instruction packet once a due date for voice mail has been established.  See descriptions of various telset equipment types below:





************************************************************************************************************



Click on equipment type to view a printable sample of the purchase requisition





AT&T single line wall/desk		Nortel NT9417  2-line display phone		

 (no purchase requisition required)			(Purchase Requisition)



AT&T multi line wall/desk 		Nortel NT9316  Single Line display phone	

(no purchase requisition required)			(Purchase Requisition)		



Norstar M7310  w/display-Digital		Norstar M7208  w/display-Digital

(Purchase Requisition) 				(Purchase Requisition)

(requires Norstar phone system)			(requires Norstar phone system)



	

AT&T Tone Commander ISDN Digital phone w/display

		(Purchase Requisition)	

	



Telecom Procedure Last Revision 5/13/10
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		Fermilab Business Services Section

	


	

	

	

	

	

		

		

		

			

			

				

				

					Business Services Section



					

					

					

	

				BSS Home

		Section Office

		Accommodations
				
				
							General Information

		Village Map & Photos

		Housing Notice Archives

		Housing Request

		Facilities Request Form




			  


			

		Fire Department
				
				
				  		Administration

		Fire Department Links

		Fire and Safety Tips

		Haz Mat Information

		Fire Department Runs and History

		Public Relations




			  


			

		Information Resources
				
				
							History & Archives

		Library

		Records Management

		SPIRES Mirror

		Technical Publications




			  


			

		Procurement
				
				
							Services

		Documents & Forms




			  


			

		Property/Inventory Control
				
				
							Stock Catalog

		Property Queries

		Property Inventory Policies & Procedures

		Property Transfer Authorization

		Stock Transaction

		Request for Addition/Deletion/Change to Currently Stocked Items





				


			

		Telecommunications
              
				
							Voice Mail Request

		Telecomm Equipment Transfer Form

		Portable and Mobile Radio Repair/Move Request Form

		Telecomm Service Request

		Cellular Call Plan Change Form

		Voice Pager Information

		Long Range Pager Information




			  


			

		Transportation Services
              
				
							Material Move Request

		FNAL Vehicle Maintenance Information

		Transportation Services Policies & Procedures




			  


			

		Travel
              
				
							Know Before You Go

		Plan Your Trip

		Post Trip




			  


			

		Security
             
				
							Site Access Visitor Request Form

		CNSC Sync

		Contractor ID Card/Application Form

		Emergency Call List

		Forms

		Oracle Data Entry Form

		Other Forms and Information

		Reports

		Security Incident Database

		Security Vehicle Maintenance (Username and Password Login)

		Security Vehicle Maintenance (Certificate Login)

		Site Access Visitor Badge-Admin

		TLD Radiation Badge

		Traffic Safety




			  


             






		



	




   


  

    


  

			  

				

			


			

			

			

			

			

			

				

					

					

						Fermilab Business Services Section

					


					

					

					


			

				Telecommunications - Instructions for Completing Telecom Service Request


				
		        
		          
                    
                    Return to Telecommunications Homepage


                     


                    A completed Telecom Service Request may be submitted to Telecom   as an attachment in an email to telecom@fnal.gov, mailed to MS228, faxed to   x3405, or brought directly to the department on WH5W.


                     


                    The top portion of the request form should be completed in full   with the appropriate information.


                     


                    When possible, please include a specific dated when completing   the Date Needed rather than requesting "ASAP". This is more   helpful to the installers in prioritizing requests.


                     


                    D/S/C and Dept: Provide a division and   department name for which the work is being done. Avoid abbreviations or   acronyms for departments.


                     


                    Location of work: Specify the building, floor   number and office or trailer number where work is to be performed.


                     


                    List any Existing Phone Numbers affected by   your request. If a new number is required, then specify "new number needed" in   this area. 


                     


                    Include the FNAL Telset tag number all existing   phone equipment involved in the request. This is a small silver metal tag   usually found underneath or on the back of the phone equipment. Click here for a picture of the label. Notify the   Telecom dept (x5411) if a FNAL telset tag cannot be found on a phone.


                     


                    When completing the Contact Information,   include the office location, extension(s), pager or cellular phone number. A   secondary contact may also be given. 


                     


                    Approval should be handled according to the   requesting division's policy.


                     


                    Work Desired: This portion of the request   should include as much information as possible regarding the scope of work to be   provided. Attach additional information or maps/diagrams that may be of   assistance in completing your request. Purchase requisitions should be attached   when necessary.


                     


                    If requesting voice mail on the service   request, provide the full name of the mailbox user, their Fermi ID number, mail   station, and the type of telephone being used to access voice mail. Voice mail   can also be requested by submitting the completed Voice Mail   Request form and submitting it to Telecom. Click   here for Voice Mailbox Instructions.

                        

                      See descriptions of various   telephone types below:

                      

                    Click on equipment type to view a printable sample   of the purchase requisition


                    				AT&T single line wall/desk 

                                (no purchase req   required)

                                

                                AT&T multi-line wall/desk

                                (no purchase req   required)



				Nortel NT9417 2-line display phone

		(purchase requisition)



				Norstar M7208 w/display-Digital 

		(purchase requisition) (requires Norstar phone system) 





				Tone Commander ISDN Digital Phone w/display

		(purchase requisition)



				Nortel NT9316 single line display phone

		(purchase requisition)



				Norstar M7310 w/display-Digital 

		(purchase requisition)     (requires Norstar phone   system)








                     


                    Return to Telecommunications Homepage
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Business Services Section





  
  
    
      telecommunications

      instructions for completing telecommunications service request


    

   A fully completed Telecom Service Request and purchase requisition, when   required, should be submitted to the Telecom Dept. Your completed service   request (WORD or PDF version) may be sent as an email attachment to  telecom@fnal.gov -OR-    the service request may be printed, completed by hand, and mailed (MS 228) or   faxed (x3405) to the Telecom Dept.


   Date Needed:When possible, please include a specific date   when completing the Date Needed (not ASAP). This is more helpful to the   installers in scheduling requests.


   Div/Dept: Give a division and department name for whom the work is   being done. Please, no abbreviations or acronyms for departments.


   Location: Specify the building, floor number and office   number/trailer number where work is to be performed.


   Existing Phone Nos.: List any existing phone numbers   affected by your request. If a new number is required, then specify 'new number'   or 'new circuit' here. 


   FNAL Telset S/N#: Include the FNAL Telset tag number of all existing phone equipment involved in the request. This is a small silver metal tag usually found underneath or on the back of the phone equipment. Click here for a picture of the label.  Notify the Telecom dept (x5411) if a FNAL telset tag cannot be found on a phone.


   Contact Information: When completing the contact   information, include the office location, extension(s), pager or cellular phone   number. A secondary contact may also be given. Approval should be handled   according to the requesting division's policy.


   Work Desired: This portion of the request should include as   much information as possible regarding the scope of work to be provided. Attach   additional information or maps/diagrams that may be of assistance in completing   your request.


   If requesting voice mail, provide the full name of the mailbox user, his/her   mail station and the type of phone equipment being used to access voice mail.   Each new voice mail user will receive a instruction packet once an activation   date for voice mail has been established.

      

     See descriptions of various   phone equipment types below:

     

     Click on equipment type to view a printable   sample of the purchase requisition


   		
		 		AT&T single line wall/desk
                 

           (no purchase req required)

           

           AT&T multi-line wall/desk

(no purchase req required)




          		
		 		Nortel NT9417 w/display (2-line)  

		(order phone - Word format) 

		(order phone - pdf format)



		
		 		Norstar M7208 w/display-Digital  

		(order phone - Word format) 

		(order phone - pdf format)     (requires Norstar   System) 





		
		 		Tone Commander 6210U ISDN w/display-Digital
               

		(order phone - Word format)

		(order phone - pdf format)



		
		 		Nortel NT9316 w/display phone (1-line)

		(order phone - Word format) 

		(order phone - pdf format)



		
		 		Norstar M7310 w/display-Digital  

		(order phone - Word format) 

		(order phone - pdf format)     (requires Norstar   System)








    Back to the Telecommunications Homepage    


   Security, Privacy, Legal         Fermilab Homepage         Contact BSS Web Support


   





	Date Needed: 
	Existing Phone Numbers: 
	Approval: 
	Date of Request: 
	Department: 
	Location of Work: 
	Phone Telset Tag Number(s): 
	Division/Section/Center: 
	Contact: 
	Work Desired: 
	Order #: 
	Order Date: 
	Placed By: 
	Due Date: 
	Date Completed: 
	Telecom Notes: 
	2weeks: Please allow 2 weeks for processing
	Phone Telset Tag Number(required):: Phone Telset Tag Number (required);
	blank: 


